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Slide 1 - Title

Compliance Automatic Tenant Data Upload on
the MITAS Internet Property Management site

Text Captions

Compliance Automatic Tenant Data Upload on the MITAS Internet Property Management site

Notes
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Slide 2 - Objectives

Objectives

In this section you will learn howy to
automatically upload tenant data from the
property manager to the agency using the
MITAS Internet Property Management site. An
interactive simulation will demonstrate ho to
do this.

Text Captions
Section One

Objectives
In this section you will learn how to automatically upload tenant data from the property manager to the agency
using the MITAS Internet Property Management site. An interactive simulation will demonstrate how to do this.

Notes
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Slide 3 - Scenario

Scenario

Uploading Tenant Data

Sara, a property manager calls you...

"Hi Becky, 'mtnding to upload my : ﬂl
fenant data auformatically (o the agency ;

using the MITAS infernet Properfy '

Wanagerment site for the first Bime, How

cio f dlo fhis 2

Let's find out howi we can help Sara.

Sara at her desk

Text Captions

Scenario
Sara, a property manager calls you...

"Hi Becky, I'm trying to upload my tenant data automatically to the agency using the MITAS Internet Property
Management site for the first time. How do I do this?"

Let's find out how we can help Sara.

Notes
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Slide 4 - Concept

How to Upload Tenant Data

It i= easy to upload tenant data to the
agency using the MITAS Internet
Froperty Management site. In arder to
do this, wou must first login as either a
Property Manager or Property
Manager - Compliance.

ZE ]

Then you retrieve the property from the
Property | Project screen. ou
choose the Transactions Upload
option, and the Transactions Upload
page is displayed. Input the Path and
File Name to upload, and press the
Upload button.

i2nce your data has been uploaded,
you review the tenant data and then
input additional information as required

by OuUr agency. Tenant Data Upload page

Text Captions

How to Upload Tenant Data

It is easy to upload tenant data to the agency using the MITAS Internet Property Management site. In order to do
this, you must first login as either a Property Manager or Property Manager - Compliance.

Then you retrieve the property from the Property / Project screen. You choose the Transactions Upload
option, and the Transactions Upload page is displayed. Input the Path and File Name to upload, and press the
Upload button.

Once your data has been uploaded, you review the tenant data and then input additional information as required
by your agency.

Notes
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Slide 5 - Simulation

Uploading Tenant Data
The follmwing simulation takes you through
the steps needed to upload tenant data
using the MITAS Internet Property
Management site. You will be shoan the
appropriate steps to follow.

Text Captions

Simulation
Uploading Tenant Data

The following simulation takes you through the steps needed to upload tenant data using the MITAS Internet
Property Management site. You will be shown the appropriate steps to follow.

Notes
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‘A about:blank - Microsoft Internet Explorer
File  Edit “iew Faworites  Tools  Help
@ Back - -\_) @ @ \{h /'_H) Search \;1? Favarites @ E{;i - :‘I'ﬁ ﬂ |_J ﬁ ‘3
Address | &) RBputiblank Highlight Bosx
B
Select the Address text box,
Type in the web site address of the
MITAS Internet Froperty Managemeant
site. This address may vary based on
the type of information you are thying to
access, and will vary based on the
agency forwhich you are working.
Text Captions

Select the Address text box.
Type in the web site address of the

MITAS Internet Property Management
site. This address may vary based on
the type of information you are trying to

access, and will vary based on the

agency for which you are working.

Notes
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Address (] MR

/W//%

Fress Enter key

Text Captions

Press Enter key
Notes
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Welcome to the MITAS
Internet Property Management Site

The MITAS Internet Property Please log in:

Management Login page appears
- e web profie: [

Select the Web Profile
4 | combo box

Text Captions
Select the Web Profile combo box

The MITAS Internet Property Management Login page appears
Notes
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Welcome to the MITAS
Internet Property Management Site

Depending on the way your agency is setup,
there are two valid Property Manager iterms : )
that you could choose: Property Manager or A
Property Manager - Compliance. £ web Profile:
ErenEl MERRGE e R
for both compliance and financials. A
Property Manager - Compliance can view
and input data for only tenant information.

Your agency may have established both
types of property manager items or only one
option may be valid.

slect the appropriate Property Manager item
(Property Manager or Property Manager -
Zompliance)

Text Captions
Select the appropriate Property Manager item (Property Manager or Property Manager - Compliance)

Depending on the way your agency is set up, there are two valid Property Manager items that you could
choose: Property Manager or Property Manager - Compliance. A Property Manager can view and
input data for both compliance and financials. A Property Manager - Compliance can view and input

data for only tenant information. Your agency may have established both types of property manager
items or only one option may be valid.

Notes
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Welcome to the MITAS
Internet Property Management Site

The Property Manager .
Number is the company or Please log in:
agency number. You cannot 7

wiew or input data for more than
one company or agency at a
time.

selectthe Property
Manager Number text
: box, and input the

Lagin appropriate number

Text Captions
Select the Property Manager Number text box, and input the appropriate number

The Property Manager Number is the company or agency number. You cannot view or input data for
more than one company or agency at a time.

Notes
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Welcome to the MITAS
Internet Property Management Site

Please log in:

il Fropery Manager - Compliance |+

2 Selectthe Username

=k i 5 ¢ SE
l— l— text box, and input your
L__ 1
aai usermname (do not use
an administrator
Lsermame)

Text Captions
Select the Username text box, and input your username (do not use an administrator username)

Notes
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Slide 13 - Slide 13

Welcome to the MITAS
Internet Property Management Site

Please log in:

il Fropery Manager - Compliance |+

Password: Highlight: Bio

FI A i £ S oRe
IT Select the Pgsswgrd teut
box, and input your
password. Passwords
are case sensitive.

Text Captions
Select the Password text box, and input your password. Passwords are case sensitive.

Notes
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Welcome to the MITAS
Internet Property Management Site

Please log in:

U= s IS Froperty bManager- Compliance |+

Froperty Manager Mumber:

K

Click the Login button

Text Captions

Click the Login button

Notes
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Slide 16 - Slide 16

Menu

= Property Detail Highlight Box

™

= Reports r\‘

Select the PropertylProject Detail menu item

The Main Menu page appears

Text Captions
The Main Menu page appears

Select the Property/Project Detail menu item

Notes
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Property Information
VP HEWAZ3

hove-in/Move-out Transactions Upload Error Log

For security reasons, you
must know the property

number for which you are Retrieve Property: 1 Highlight Box | Fietriewve
trying to create atransaction
Property: 999999999999 Namd —electthe Retrieve
Property text box, 1e Number: Ext:

Property Address: .
. and input the 000-0000 000D

The PropertylProject Informati Liopery Numberrdx ﬁﬁ?lﬂ??s, .

page appears (000) 000-0000

Fizcal Year End. 00500

Project Stage Date

Text Captions
The Property/Project Information page appears
Select the Retrieve Property text box, and input the Property Number

For security reasons, you must know the property number for which you are trying to create a
transaction

Notes
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Property Information

VP HEWM23
hove-in/Move-out Transactions Upload Error Log
Retrieve Property: “ E’q*—"-hﬁ@iﬂiﬁ"ﬁx ”
Property: 999999999999 Click the Retrieve button
Property Address: hone Number:  Ext:
, (000) 000-0000 aooo
(000) DO0-0000 0000
Fax Number:
(000) DO0-0000
Fizcal Year End:  00/00
Project Stage Date
Text Captions
Click the Retrieve button
Notes
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Property Information
VP HEWAZ3

hove-in/Move-out Transga“ewmad Error Log
Y
Yerify the property address information is| Click the Transactions Upload button to
information is not correct, contact th Upload tenant data
Property: 75070 Name: MASON RIDGE
Property Address: Phone Number: Ext:
MASON RIDGE LIVING [972) 547-5404 0000
1500 CENTRAL (000 000-0000 iy
hAiC I i A Fax Number:
The PropertylProject Information (000) 000-0000

page appears with the property data

Fizcal Year End. 00500

Project Stage Date

Text Captions
The Property/Project Information page appears with the property data
Verify the property address information is correct. If the information is not correct, contact the agency.

Click the Transactions Upload button to upload tenant data
Notes
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Transaction Data Upload

/P HSWHOE
Transactions Data Upload
Create the data file. Enter the path and file name ofthe file created helow, and click the "Upload!" button (Examp
huploadsidatafile.td. The file will be copied to our server, of which you will receive confirmation. Then click t
"Process Mo alinkto a processing errors report. You 3
The Transaction Data Upload page appears @inedinthe datafie.
Enter the [Pt ard TiE Tiarmie 10 UFoain Browse...
Upload!
Text Captions
The Transaction Data Upload page appears
Notes
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Slide 24 - Slide 24
pn Data Upload

Transactions Data Upload

The file containing the financial data to be
uploaded must be saved as a CSV
{comma delimited) file type. Thisisa  name ofthe file created below, and click the "Upload!" button (Example:

common file type option available when g piedta our server, ofwhich you will receive canfirmation. Then click the
Saving a file using 3 Spreadsheet 1vou will be presented with a linkto a processing errors report. You still need

;ome fields may not be contained in the datafile.

| 1 Highlight: Bz | Browse... ]|

N
Select the Path and File Name to

Upload text box, and input the path and
file name of the file containing the
tenant data. Ifyou do not know the path
and file name, click the Browse button
to search for the file.

Text Captions

Select the Path and File Name to Upload text box, and input the path and file name of the file
containing the tenant data. If you do not know the path and file name, click the Browse button to
search for the file.

The file containing the financial data to be uploaded must be saved as a CSV (comma delimited) file
type. This is a common file type option available when a saving a file using a spreadsheet.

Notes
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Slide 26 - Slide 26

pn Data Upload

[
L
"Process

Enit4

Choose file

Lok ir: | [ Compliance

% [ cF B~

= )
u ] l.. |
=

Dezktop

\$

My Documents

B compliance Access Database Wishlist 10 200
) ampliance Kick(FF Meeting - Aug 19 2004.d

I%masu:unriu:lge.csv
IEIJStatus request 4-15-05 Response, doc

elect the Look in combo box }nme;
ki the
l(n:nu still need

ty Compriter
by Metwork File name:; || ﬂ Open |
Places
Files of bype: |,-’.\|| Files [*.%) j Cancel

Text Captions

Notes

Select the Look in combo box
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pn Data Upload

Choose file

Lok ir: | [ Compliance f_,_._ﬂ—ﬂ c£F E-
o [ Recent
._J (& Desktop
[ B My Documents ample:
L ezl ¢ My Computer wﬁk the
"Process . 5 3% Floppy [4:) ou still need
@ s Local Disk [C:)
iy CO-RW Drive (D
Entd Destiior 52 vol2 on mita=01AF:) |
_ ) MASTER ¥
.’.) [ Suppart
My Documents n State Houzing Dew Auth
- %
e | =
- = h Select the appropriate path location
==
by Compuiter 2 jdrive on 'mitas0 iter
=2 kdiive on 'mitasb—re

= tutor on 'mitas01' (L)
S mitaz on 'mitaz01" [M:]
Sl
My Metwark ;g sherie on ‘mitaz01" [T:] ﬂ Open |
Flaces 22 backup on 'mitas01' [ —_I Carcel
22 roi on 'mitas0' )
2% acucobal on ‘mitas01' (21

[&1 My Digital Camera
W My Network Places

Text Captions

Select the appropriate path location item
Notes
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pn Data Upload

[
L
"Process

Enit4

Choose file

by Metwark
Places

B compliance Access Database Wishlist 10 20 04.doc
IEﬂ@:umpuliance KickOFF Meeting - Aug 19 2004.doc

%masnnr]@ge.csv Highlight: Bo:x:

Status reiquest 4-18-05 onse.doc
Select the appropriate .csv item

File name: |

Files of type: |.-’-'~I| Files [*.7]

[~
[=

Open |
Cancel

ample:

lg::kthe
ou still need

Text Captions

Notes

Select the appropriate .csv item
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pn Data Upload
Run:

Choose file

= & =f B

Lok ir: | [ Compliance

B compliance Access Database Wishlist 10 20 04.doc

Cr .-J IEﬂ@:umpuliance KickOFF Meeting - Aug 19 2004.doc arnple:
- Recent N masonridgs, cov lick the
"Process _h IEIJStatus request 4-15-05 Respanse.dd l(.;.u still heed
?‘[.
Dezkto
Enit4 F Ee...

\$

My Documents

ty Compriter

by Metwork File name: |masanridge.csv o

Places

Files of type: |.-’-'~I| Files [*.%]

l Click the Qpen button

Text Captions
Click the Open button

Notes
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pn Data Upload

Transactions Data Upload

Create the data file. Enter the path and file narme ofthe file created below, and click the "Upload!" hutton (Example:
Chuploadsidatafile t4"). The file will be copied to our server, of which you will receive confirmation. Then click the
"Process Mow" button to load the infarmation and you will be presented with a link to a processing errors report. You still need
to werify the data as some fields may not be contained in the data file.

FirARTERVSuppotCustomenpdichigan State Housin

glick the Upload! button

Text Captions

Click the Upload! button

Notes
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rt Interface

File Uploaded Successfully!

You must click "Process Mow" oryour loan will not be processed.

| Pragtgte bl |
N

The Data Import |nt4/](3|ick the Process Now button

l

Text Captions
The Data Import Interface page appears

Click the Process Now button
Notes

Page 25 of 45



MITAS Online Learning Module Compliance Automatic Tenant Data Upload

Slide 34 - Slide 34

pn Data Upload

Select the this link link to
view the transaction
upload error report

K

The Tenant Information Upload
Completion page appears

Text Captions
The Tenant Information Upload Completion page appears

Select the this link link to view the transaction upload error report
Notes
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pn Data Upload

2 http:/iwww.mitas.com/mshda/Reports/MITAS12584409.PDF - Microsoft Internet Explorer |._||E|[z|
File Edit “iew Favorites Tools Help .1.'
- — e - 3 i - : -
€ \_/'l |ﬂ @ ,_l\l P ) gearch “5:\(’ Favorites 'E‘B T _J ﬁ ﬁ Links
Address |§| hikkp: f e mikas, cornymshdafReports/MITAS 12584409, PDF V| 1 Go

The Report Browser window opens

&] Unknown Zone

Text Captions

The Report Browser window opens
Notes
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Slide 36 - Slide 36
pn Data Upload

File Edit Miew Fawvorites Tools  Help

_ Iﬂ Iil N I N & Click the Close button
J 7 s el | g o5 g TOEs “% =7 | whenyou are finished
Address | @] htkpsf fwee . mitas. comimshda/ReportsMITAS 12534409, PDF reviewing the error report

AS @2 -85 B0BE4d» M[|ed|okE - O@E®E-[H
ME - T-R B-7-L-B& 1A E D

> |>

Tanant Transaction Upload Errors Dst.';a: OBM /2005

The Tenant Data Upload Error Eeport is automatically displayed in
FDF format. You can print the report as you would any PDF
document by clicking the Print button on your Internet browser.

o= & 4 4|J

ﬂ Inkernet

[ Signa‘tu{ Commer[ Thumbne[ Bookmarks

ab] 14 4 1o0f1 B M 11 xE85in

?Ej Done

Text Captions

The Tenant Data Upload Error Report is automatically displayed in PDF format. You can print the
report as you would any PDF document by clicking the Print button on your Internet browser.

Click the Close button when you are finished reviewing the error report

Notes
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pn Data Upload

this link %

The Tenant Data Upload Completion
page appears

Text Captions

The Tenant Data Upload Completion page appears
Notes
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Transaction Data Upload
WP HS W9

MITAS

Screens
Transaction Data Upload

Main M
Syste m‘rlelp

isTnk to review the transaction upload errors, click the "Bs

"MainMenu™ button when done.

Screen Help
Logoff

Click the Back button or Main Menu button when you are finished

Text Captions

Click the Back button or Main Menu button when you are finished

Notes
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Menu

= Ppaperty Detail Highiight Box
AN

= Reports ’J _
Select the PropertylProject Detail menu item

From here, you can review the tenant data that was just uploaded or
caontinue with other tasks.

MITAS

Main Menu ) )

System Help The tenant transactions that were uploaded can be viewed on the
Screen Help Tenant Transaction page.

Logoff

Towigs the transactions, choose the PropertylProject Detail menu
itern. Retrieve the property from the Propertyl/Project screen.
Choose the Move-In/lMove-0Out option. Then choose the
corresponding Building and Unit. MNext click the Refresh button to
display the unprocessed transactions. Finally, choose the
corresponding tenant to verify the tenant information was uploaded
correcthy.

Text Captions

The Main Menu page appears
Select the Property/Project Detail menu item
From here, you can review the tenant data that was just uploaded or continue with other tasks.
How to View Uploaded Tenant Transactions
The tenant transactions that were uploaded can be viewed on the Tenant Transaction page.
To view the transactions, choose the Property/Project Detail menu item. Retrieve the property from
the Property/Project screen. Choose the Move-In/Move-Out option. Then choose the corresponding

Building and Unit. Next, click the Refresh button to display the unprocessed transactions. Finally,
choose the corresponding tenant to verify the tenant information was uploaded correctly.

Notes
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Property Information
VP HEWAZ3

For security reasons, youl M ove-inove-out

must knowy the property

ransactions Uplozd Error Log

number for which you are T .
. : . : Highlight B Fetrigwve
trying to view a transaction Retrieve Property: o e |
Property: 999999999999 Namd —electthe Retrieve
Property text box, e Number: Ext:

Property Address: .
. and input the 000-0000 000D

The PropertylProject Informati Liopery Numberrdx ﬁﬁ?lﬂ??s, .

page appears (000) 000-0000

Fizcal Year End. 00500

Project Stage Date

Text Captions
The Property/Project Information page appears
Select the Retrieve Property text box, and input the Property Number

For security reasons, you must know the property number for which you are trying to view a transaction

Notes
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Property Information

VP HEWM23
hove-in/Move-out Transactions Upload Error Log
Retrieve Property: “ E’q*—"-hﬁ@iﬂiﬁ"ﬁx ”
Property: 999999999999 Click the Retrieve button
Property Address: hone Number:  Ext:
, (000) 000-0000 aooo
(000) DO0-0000 0000
Fax Number:
(000) DO0-0000
Fizcal Year End:  00/00
Project Stage Date
Text Captions
Click the Retrieve button
Notes
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Property Information
VP HEWAZ3

Muvnﬁﬁmwﬂmﬁwuut

Transactions Upload

Error Log

Werify the property address
information is not corr

Clic -IniMove-Out button to
wigw Unprocessed tenant data

Property: 75070

Property Address:
MAZON RIDGE LIVING
1300 CEMTRAL

BACKIN

Name:

The PropertylProject Information
page appears with the property data

Fizcal Year End. 00500

Project

MASON RIDGE

Phone Number: Ext:
(9721 547-6404 ooao
[oaoy Qao-0aoo ooao
Fax Number:

[oaoy Qao-0aoo

Stage Date

Text Captions

The Property/Project Information page appears with the property data

Verify the property address information is correct. If the information is not correct, contact the agency.

Click the Move-In/Move-Out button to view unprocessed tenant data

Notes
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Nowve-Out
Fun
Property: 75070 Name: MASON RIDGE
10
Select the Building
Insert Transaction cormbo box
Effective Date Certification Type  Tenant Name SSN
05,09 2003 Recertification Lari Cooke 369574103
The Tenant Transaction page appears
Text Captions
The Tenant Transaction page appears
Select the Building combo box
Notes
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Nove-Cut
Run
Property: 75070 Name: MASON RIDGE
a7
Insert Transaction Select the E
appropriate
Effective Date Certification Type  Te|  building number
03071 2003 Recertification Lo iterm 03
Text Captions
Select the appropriate building number item
Notes

Page 36 of 45



MITAS Online Learning Module

Compliance Automatic Tenant Data Upload

Slide 46 - Slide 46

Nowve-Cut
Run
Property: 75070 Name: MASCON RIDGE
37
100
|n5ert Transattinn Se|eCt the Unit COTTIDO
box
Effective Date Certification Type  Tenant Name SSN
0804 Y2003 Recertification Lori Cooke 3E9ET4103
Text Captions
Select the Unit combo box
Notes
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Nove-Cut
Fun
Property: 75070 Name: MASON RIDGE
37 |+
Insert Transaction Hlodeicees,
Selectthe

Effective Date Certification Type  Ten appminat.e CLall

00 £2003 Recertification Lar number |terr 3
Text Captions

Select the appropriate unit number item

Notes
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Nowve-Out
Fun
Property: 75070 Name: MASON RIDGE
a7 =
i v
.
Insert Transaction | k@ﬂmﬁm
Wt
Effective Date Certification Click Retrieve button to
05,09 2003 Recertification refresh the page with the 03
unprocessed transaction data
for this building and unit
Text Captions

Click Retrieve button to refresh the page with the unprocessed transaction data for this building and

Notes

unit
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Nowve-Out
Fun
Property: 75070 Name: MASON RIDGE
37 |+
i v
Insert Transaction Fetrieve
Effective Date Certification Type SSN
05,09 2003 Recertification 369574103
The new transactions that hawve not Select the abbropriate
are shown on this page for this bui t tt PP t'p ik
that were automatically uploaded (4 ‘€hantiransaction fin
are displayed until the agency has processed them.
Text Captions

The new transactions that have not been processed by the agency are shown on this page for this
building's unit. The transactions that were automatically uploaded (as well as any manually input) are
displayed until the agency has processed them.

Select the appropriate tenant transaction link

Notes
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Nowve-Cut

0 Name: |MASON RIDGE

=]
=

=]
&N

Property:

Tenant Delete Farmily Members

TEMAMT INFORRMATION

i Cooke

The Tenant Information page appears

ncome Source: | W OtherNan-Federal Wage +

Race: | White ¥ | OHispanic or Latino
Date of Birth: |01/26/1920 | {MIM/IDDSYYYY)
Mo Family Members: |1 Mumber of Children:|o
Student OMo OYes OYes & Qualify
Handicapped: Live In Aid: [
Temp ABS HH: [ Homeless: [
Special Needs: [J

Move in Date: (WMIDDMA YY)

b ke FTRR] N .

Text Captions

Notes

The Tenant Information page appears
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Nowve-Cut

0 Name: |MASON RIDGE

=]
=

=]
&N

Property:

Tenant Delete Farmily Members

TEMAMT INFORRMATION

i Cooke

YWerify the tenant information, making any necessary changes. You
can also add or delete information as needed.

ncome Source: | W OtherNan-Federal Wage +

Race: | White ¥ | OHispanic or Latino
Date of Birth: |01/26/1920 | {MIM/IDDSYYYY)
Mo Family Members: |1 Mumber of Children:|o
Student OMo OYes OYes & Qualify
Handicapped: Live In Aid: [
Temp ABS HH: [ Homeless: [
Special Needs: [J

Move in Date: (WMIDDMA YY)

b ke FTRR] N .

Text Captions

Verify the tenant information, making any necessary changes. You can also add or delete information

Notes

as needed.
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Mowve-In/Move-Cut
O/F HSWM94

MITAS

Screens
Mowe-InMowve-0ut

Options

Click the Submit buttan
LEWRLEL ihen you have finished
S oL verifying andfor changing
LV data for this tenant.
Logoff

Property: | 75070 Name:
Building: 37
Unit: 100
Effective Date: 083012003
Certification Type: Recertification

Tenant | Delete ‘ Farmily b

TEMAMT INFORRMATION

MName: |LDri Cooke |

S5 | 369574103

Income:|7.500 | CIOver Income
Income Source: W Other/Non-FederalWage v
Race: |vhita v| On
Date of Birth (MMDDAYYY)
MNo Family Members: Nurnber of Chil
Student: ONo OYes OYes & Qualify
Handicapped: Live In
Temp ABS HH: O Home

Special Needs: [J

Move in Date: (MMIDDAYYY)

| W, b st Sh Ak A [ e it o i,

Text Captions

Click the Submit button when you have finished verifying and/or changing data for this tenant.
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Slide 53 - Slide 53

Nove-Cut
Run
Property: 75070 Name: MASON RIDGE
37 |+
100 »
Insert Transaction Fetriewve
Effective Date Certification Type  Tenant Name SSN
03071 2003 Recertification Lori Cooke 369574103
From here, you can verify other tenant data, logoff the system or
continue with other tasks.
Text Captions

The Tenant Transaction page appears

From here, you can verify other tenant data, logoff the system or continue with other tasks.
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Slide 54 - End
Congratulations!
You have completed Compliance Automatic Tenant
Data Upload on the MITAS Internet Property
Management site.
Text Captions

Congratulations!
You have completed Compliance Automatic Tenant Data Upload on the MITAS Internet Property
Management site.
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